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Objective 


The  purpose  In  offering  this  course  at  the  Grade  IX  level  is  to 
give  students,  who  may  later  never  receive  formal  instruction  in  typewriting, 
the  opportunity  to  acquire  the  correct  habits  in  operating  a  typewriter 


Basic  Essentials 


The  basic  essentials  of  this  course  include: 


CWOiLyi  bUIDE 


1.  Proper  posture 

2 .  "Touch  typewriting" 

3.  Proper  stroking 

4.  The  correct  operation  of  the  important  parts  of  the  machine  (e. 
g.)  carriage  throw,  shifting,  paper  release,  variable  line  spacer, 
margin  stops,  tabulation  for  indentations,  etc.) 

5.  Centering  and  the  wise  use  of  margins 

6.  Syllabication 

7.  The  ability  to  proof  read  one's  own  typing 

8.  The  typing  of  notes 

9c  The  use  of  carbon  paper 
10.  Speed  and  accuracy  drills  and  tests. 


Methods 


It  is  reasonable  to  expect  that  many  students  commencing  typewriting 
ing  in  Grade  IX  will  continue  with  training  in  this  subject  in  the  senior 
high  school  or  in  private  business  colleges.   It  is  imperative  that  the  train- 
ing received  in  Grade  IX  should  be  such  that  this  work  will  benefit  any  stud- 
ents that  proceed  with  more  advanced  training  in  this  subject.  Unless  the 
proper  techniques  are  taught  and  insisted  upon  until  these  have  become  fixed 
habits  then  the  Typewriting  habits  acquired  will  interfere  with  the  learning 
of  the  proper  habits  at  a  later  time.  The  teacher  and  the  student  must  ap- 
preciate that  this  training  in  Grade  IX  will  result  in  helpful  or  harmful 
habits . 

It  is  imperative  that  the  class  taking  typewriting  be  supervised 
at  all  times.   The  subject  is  one  that  requires  an  unlimited  amount  of  indivi- 
dual attention  and  assistance.   The  student  should  be  discouraged  from  buying 
renting,  or  borrowing  typewriters  for  use  outside  the  classroom  periods  until 
such  time  as  that  student  has  demonstrated  that  he  has  mastered  the  proper 
techniques  to  a  degree  that  they  have  become  habits,   Constant  individual  check- 
ing must  be  carried  out  to  ensure  that  each  student  is  using  a  "  touch  system" 
and  is  keeping  eyes  on  the  material  being  copied  and  away  from  the  keyboard. 
The  stroking  must  be  checked  frequently  to  ensure  that  each  student  is  using  a 
firm,  sharp  stroke  and  that,  he  is  not  "pushing"  the  keys  down. 

The  major  stress  in  this  elementary  typewriting  course  should  be  on 
the  letters  of  the  alphabet,  the  comma,  the  question  mark  and  the  period,   The 
other  keys  should  not  be  stressed  until  these  more  important  keys  are  thoroughly 
mastered . 

Accuracy  must  be  Insisted  upon.  Any  work  that  is  submitted  with  more 
than  a  reasonable  number  of  errors  should  be  rejected.  The  students  must  learn 
not  to  "strike  over"  their  errors.  The  importance  of  teaching  each  student  the 
value  of  detecting  errors  in  his  own  typewriting  cannot  be  overemphasized. 
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If  the  student  has  mastered  the  proper  techniques  then  the  devel 
opment  of  speed  and  accuracy  will  result  from  the  volume  of  practice   "Prac 
tice  makes  perfect"  only  if  the  practice  is  the  right  kind, 

Motivation 

The  normal  reaction  of  students  to  the  subject  of  Typewriting  is 
favorable,   The  teacher  should  take  advatage  of  this  natural  motivation  and 
should  build  on  it  rather  than  destroy  it  through  assigning  an  unreasonable 
amount  of  drudgery  in  copying  printed  material  over  and  over  again   fl<=  in 
any  other  activity  variety  is  important  and  few  subjects  provide  the  opportunity 
for  wide  variety  that  is  possible  in  typewriting. 

The  material  in  most  cases  can  be  meaningful  and  can  be  related  to 
other  subjects.   This  is  a  definite  challenge  to  every  teacher  of  typewriting, 
Individual  progress  charts  showing  gross  rates  and  net  rates  for  each  test  are 
valuable,   Class  averages  should  be  plotted  for  each  test.   Individual  and 
group  competitions  on  one  minute,  three  minute  and  five  minute  tests  stimulate 
interest.  Certificates  can  be  obtained  or  made  out  for  students  who  have  at 
tained  a  good  rate  of  speed.  These  suggestions  are  not  meant  to  be  all  inclu 
sive  and  the  initiative  must  rest  with  the  individual  teacher, 

The  value  of  typewriting  to  the  individual  for  personal  use  should  be 
stressed  and  its  advantages  over  penmanship  in  speed,  legibility  and  extra  copies 
noted.   Most  of  the  students  will  be  using  this  instruction  for  personal  use  in 
later  years  and  the  fact  that  this  is  a  terminal  course  in  this  subject  for  them 
should  not  be  ignored , 

Standards 

It  is  suggested  that  the  mark  in  typewriting  should  be  a  combination 
of  a  mark  for  work  habits  on  the  typewriter,  and  a  mark  for  speed  and  accuracy. 
It  is  also  suggested  that  these  be  weighted  equally 

The  mark  for  the  work  habits  on  the  typewriter  should  be  based  upon 
posture,  stroking,  touch  typewriting,  mechanical  operation  of  the  typewriter 
and  completion  of  assignments  when  aue „ 

It  is  suggested  that  a  minimum  standard  for  speed  and  accuracy  should 
be  20  net  words  per  minute  with  not  more  than  four  mistakes  in  five  minutes 
of  typewriting  on  material  which  involves  only  the  letters  and  the  simple  punc 
tuation  marks ,   The  raaximumof  50  marks  should  be  given  to  any  student  who  can 
consistently  write  at  a  net  speed  of  30  words  per  minute  with  not  more  than  four 
errors  in  five  minutes 

Text 

Either  of: 

1.  New  Course  in  Typewriting:  Moreland  (  I.  Pitman  and  Sons), 

2  Complete  Typewriting  Course:  Stuart  (Copp  Clark  Co.), 


MARKING  CHART  -  -  TYPEWRITING  TECHNIQUES 

ISpe  "Standards"  -  -  Paragraph  2) 


Position 
Body- 
Arms 

Wrists 
Hands 
Feet 
Action 

Finger 
Wrist 

Exes 

Paper 
Inserting 
Removing 

Carriage 

Shift  Key 

Space  Bar 

Touch 
Too  light 
Too  heavy 
Uneven 

Rate 
Too  fast 
Too  slow 
Irregular 

Accuracy 

Arrangement 
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